
Slide 1
AASIS 

Support 
Center

Entry, Correction and Review

of 1099 Data in

AASIS 

Accounts Payable (AP)

Transactions
Revised January 20, 2006



Slide 2
AASIS 

Support 
Center

Entry, Correction and 
Review of 1099 Data in 

AASIS Accounts Payable Transactions

•1099 DATA AT INITIAL ENTRY OF INVOICES

•1099 DATA CORRECTIONS AFTER POSTING 
INVOICES AND AFTER PAYMENTS

•REPORTS FOR REVIEWING 1099 DATA IN AASIS
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•Topic 1: Displaying Vendor Master Records
•Topic 2: The Importance of Tax Code for 1099 Reporting
•Topic 3: Overriding W. Tax Code at Entry of an FB60 Invoice (Trans. FB60)
•Topic 4: Changing W. Tax Code after Parking an FB60 Invoice (Trans. FBV2)
•Topic 5: Changing W. Tax Code after Posting an FB60 Invoice (Trans. FB02)
•Topic 6: Changing W. Tax Code on the FI Document of a MIRO Invoice (Trans. FB02)
•Topic 7: Changing W. Tax Code After a Payment Has Been Posted (Trans. FB02)
•Topic 8: Using FBL1N to View and Change 1099 Data 
•Topic 9: Viewing 1099 Data for AP Vendor Treasury Payments (Trans. ZFI_1099VEN)
•Topic 10: Viewing 1099 Data for Benefits Vendor Payments (Trans. ZFI_BENVEN)
•Topic 11: Viewing 1099 Data for Cash Account Payments (Trans. ZFI_1099CHB)

Appendix A: Example Scenarios: Changing Posted Invoices Prior to Payment   
(Trans. FB02)

Entry, Correction and Review of 1099 Data 
in AASIS Accounts Payable (AP) Transactions

TOPICS
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Vendors receive 1099s when their Vendor Master Record is 
coded with a Withholding Tax code (W. Tax code) other than
00 and there have been 1099-reportable  payments issued to 
the vendor within the reporting (calendar) year.  

Currently, vendors who receive 1099s have a Withholding 
Tax code of 01-03, 05-08, 10 or 14 on their Vendor Master 
Record.

W. Tax code of 00 in a vendor’s master record indicates 
Withholding Tax Exempt; these vendors do not receive 
1099s.

Displaying Vendor Master RecordsTopic 1
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Transaction Roles

XK03: All AP and MM roles
(Displays W. tax code, 
no display of TIN)

FK03: All AP and MM roles
(Displays W. Tax code,
and displays TIN)

Note: If a user sees a need for a change to the W. tax code in the Vendor’s Master Data, the 
change request must be submitted to the Office of State Procurement (OSP).   

Users with the following roles can view the vendor’s master 
record:

Displaying Vendor Master RecordsTopic 1
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The correct selection of Tax Code (P1, P0, U1) on a vendor 
invoice is important to 1099 data that comes from AASIS to 
1099-reportable vendors:

•The amount reported on a 1099 is the W. tax base amount, which 
is the amount of line items on a 1099-reportable payment less sales 
tax or use tax.   

•The Sales Tax amount automatically defaults into the 
W. tax exempt field on an invoice from a reportable vendor when 
tax code P1 is chosen. 

•When Tax Code P0 (Sales tax exempt) is chosen, the entire 
amount of the line item is reported for a 1099-reportable vendor. 

•When Tax Code U1 (Use tax) is selected, the amount less use tax 
is reported. 

The Importance of Tax Code for 1099 ReportingTopic 2
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•Changes to W. tax code after posting do not automatically 
recalculate the W. tax base and W. tax exempt amounts. The 
user making the changes or corrections must make these 
field changes as necessary.

•See Appendix A for example scenarios of changes to W. tax 
code, W. tax base, and W. tax exempt fields after an invoice 
has been posted.

The Importance of Tax Code for 1099 ReportingTopic 2
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Regardless of selected Tax Code (P1, P0, U1) in invoices for 
1099-exempt vendors (W. tax code 00 on the Vendor Master 
Record), the reportable amount, with or without Sales Tax, will 
appear in the W. tax exempt amount in the vendor invoice.

As long as the vendor’s master record (Trans. XK03) indicates a 
W. tax code of 00, no changes to the W. tax code field in the 
invoice or payment documents will result in a reported 1099.

Vendor Maintenance Form: If a user sees a need for a change to 
the W. tax code in the Vendor Master Record, a change request 
form must be submitted to the Office of State Procurement 
(OSP).   This form can be found at: 

https://www.ark.org/dfa/osp/aasis_forms/vendor_maintenance_form_f10
021.html.

The Importance of Tax Code for 1099 ReportingTopic 2
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The table that follows this slide provides examples of 
both reportable and non-reportable vendors and the 
resulting effects of data entered.

The Importance of Tax Code for 1099 ReportingTopic 2
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$0.00$100.00U10707

$100.00$0.00U10007

$0.00$100.00P00707

$100.00$0.00P00007

$7.13$100.00P10707

$107.13$0.00P10007

$100.00$0.00U10700

$100.00$0.00U10000

$100.00$0.00P00700

$100.00$0.00P00000

$107.13$0.00P10700

$107.13$0.00P10000

Correct
1099

W. tax exempt 
amount

Correct
1099

W. tax base
Amount

(Amount to be 
Reported on 1099)

Tax code
for this invoice
P0 = Sales tax exempt
P1 = Sales tax
U1=Use tax

W. Tax 
code

for this 
invoice

Vendor’s 
Master 

W. Tax code
00 = 1099 exempt 

vendor
07 =1099 reportable 

vendor

The Importance of Tax Code for 1099 ReportingTopic 2
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When entering an FB60 invoice, the W. tax code 
defaults into the invoice from the vendor’s master 
record.  The tax code can be changed from the 
defaulting master data for each invoice at the time it is 
created in AASIS.  

Steps for overriding the W. Tax Code at entry of an 
FB60 invoice follow.

Overriding W. Tax Code at Entry of an FB60 Invoice Topic 3
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Overriding W. Tax Code at Entry of an FB60 Invoice 

Upon entry of the vendor account number and other required 
information on the Basic data tab, press the ENTER key and 
the Withholding tax tab will appear.

Topic 3
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The W. Tax code will default on the Withholding tax tab from the Vendor 
Master Record. The W. tax code can be changed at this point in FB60. 

Reminder: If the Vendor Master Record indicates a code of 00-W. Tax 
Exempt, then changing the W. Tax code within an invoice from 00 to a code 
that is 1099 reportable will cause the vendor to receive a 1099. The Vendor 
Master Record must reflect the reportable status change.

Overriding W. Tax Code at Entry of an FB60 Invoice Topic 3
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After an FB60 invoice is parked, transaction FBV2 can 
be used to change the W. tax code in the invoice 
document prior to posting and payment.  

The user’s AASIS security role must have “change” 
authorization in order to use transaction FBV2 and 
change the withholding tax code.  The Accounts 
Payable Specialist security role has the change 
capability.

Changing W. Tax Code after Parking an FB60 Invoice (Trans. FBV2)Topic 4

Transaction FBV2 is demonstrated on the next slides.  
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Enter the FI document number in transaction FBV2, and 
click on the green check icon.

1. Enter the FI 
accounting number in 
Document number.

2. Click on the 
green check      .

Changing W. Tax Code after Parking an FB60 Invoice (Trans. FBV2)Topic 4
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Select the Withholding tax tab and make changes as desired. (Read 
Topic 2 to learn how to determine your data entry needs; screen 
shot above is provided only to assist users in finding the fields.)
Save changes.

Changing W. Tax Code after Parking an FB60 Invoice (Trans. FBV2)Topic 4



Slide 17AASIS 
Support 
Center

After an FB60 invoice is posted, transaction FB02 can 
be used to change the W. tax code in the invoice 
document prior to payment.  

The user’s AASIS security role must have “change” 
authorization in order to use transaction FB02 and 
change the withholding tax code.  The Accounts 
Payable Specialist role has the change capability.

Changing W. Tax Code after Posting an FB60 Invoice (Trans. FB02)Topic 5

Transaction FB02 is demonstrated on the next slides.  
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Enter the FI document number in transaction FB02, and 
click on the green check icon.

1. Enter the FI 
accounting number in 
Document number.

2. Click on the 
green check      .

Changing W. Tax Code after Posting an FB60 Invoice (Trans. FB02)Topic 5
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Double-click on the vendor line item (Posting Key 31 line).

Changing W. Tax Code after Posting an FB60 Invoice (Trans. FB02)Topic 5
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Change W. Tax code, W. tax base and W. tax exempt amounts as necessary. 
(Read Topic 2 to learn how to determine your data entry needs; screen shot 
above is provided to assist user in finding the fields only.) Save changes.

Changing W. Tax Code after Posting an FB60 Invoice (Trans. FB02)Topic 5
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MIRO, the transaction to enter a Logistics Invoice from a 
Purchase Order, requires the user to review the vendor’s master 
data to determine if the W. tax code will provide the correct 
default for this invoice. Once the MIRO invoice is posted and 
generates an FI document number, the W. Tax code can be 
changed if necessary in Transaction FB02.

Changing W. Tax Code on the FI Document of a MIRO Invoice (Trans. FB02)Topic 6
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In a MIRO, the vendor used in the Purchase Order defaults into the “Vendor” 
field after entering the PO number on the Basic data tab. By clicking on the 
“puzzle-piece” icon         , a user can check the W. Tax code found in the 
vendor’s master record.

Changing W. Tax Code on the FI Document of a MIRO Invoice (Trans. FB02)Topic 6
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User is taken to the vendor’s master record (transaction XK03). Using the yellow “turn 
page” arrows           , go to the screen entitled “Display Vendor: Accounting Information 
Accounting” where the Withholding Tax code is displayed. If satisfied with the W. Tax 
code found, complete the MIRO. No further steps are required.  If a change of W. Tax 
code for this invoice is needed, complete the MIRO and then follow instructions on the 
following slides to change the tax code in invoices by using FB02. To return to the 
MIRO screen from the master record, click on the green “back” arrow    . 

Changing W. Tax Code on the FI Document of a MIRO Invoice (Trans. FB02)Topic 6
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Upon completion of the MIRO, a logistics (MM) document number appears at the 
bottom of the screen.  Use this number to display the document in Transaction 
MIR4. 

Enter the document number and click the “Display doc.” button.

Changing W. Tax Code on the FI Document of a MIRO Invoice (Trans. FB02)Topic 6
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When the document is displayed, obtain the FI document number by
clicking on the “Follow-on documents” button                        .  

Changing W. Tax Code on the FI Document of a MIRO Invoice (Trans. FB02)Topic 6
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Go to Transaction FB02 and enter the Accounting document number (also 
called the FI document number) in the Document number field .
Note: User can also “drill down” to transaction FB02 from here:

Double-click on the document number to display the FI/Accounting document; 
double-click on the vendor line item to display the vendor line details; click on the 
pencil (“change”) icon to go to transaction FB02.

Changing W. Tax Code on the FI Document of a MIRO Invoice (Trans. FB02)Topic 6
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After the MIRO invoice is posted, use transaction FB02 to change
the W. Tax code in the invoice document prior to payment if 
necessary.  Note: MIRO generates a Materials Management (MM) 
invoice document number and a Financial Accounting (FI) document
number.  In order to change the W. Tax code of an invoice posted
via MIRO, the user must use the FI document number.

1. Enter the MIRO’s FI 
accounting number in 
Document number 
(51xxxxxx).

2. Click on the 
green check     .

Changing W. Tax Code on the FI Document of a MIRO Invoice (Trans. FB02)Topic 6
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Double-click on the vendor line (Posting Key 31 line).

Double-click on the 
vendor line 
(Posting Key 31).

Changing W. Tax Code on the FI Document of a MIRO Invoice (Trans. FB02)Topic 6
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Change the W. Tax code, W. tax base and W. tax exempt fields as 
necessary. (Read Topic 2 to learn how to determine your data entry 
needs, screen shot above is instructional only). Save changes.

This slide is 
instructional 
to the 
transaction 
only. 

User must 
determine their 
own 1099 data 
for input.

Changing W. Tax Code on the FI Document of a MIRO Invoice (Trans. FB02)Topic 6
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Reportable vendors’ 1099 amounts result from the payment 
documents; the W. Tax code on the payment document 
defaults from the vendor invoice.

After an invoice generates a payment, changes to 1099 data 
must occur in the payment document in order for the 
payment to be picked up in, or excluded from, the reportable 
vendor’s 1099.  

Use transaction FB02 to make the changes.

Changing W. Tax Code After a Payment Has Been Posted (Trans. FB02)Topic 7
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Reportable 1099 amounts are obtained from the Payment document (Doc 
types KZ and ZP).  The payment document brings in the entire W. tax base 
amount for the total of invoices on that payment.  To change 1099 data on 
a payment, obtain the Payment document number from the Warrant or 
Check. 

One method for 
obtaining Payment 
document number 
is by viewing 
Check or Warrant 
in Transaction 
FCH1. Other ways 
include 
Transactions 
FBL1N, from 
invoice overview 
in FB03, and from 
ZWARR_DETAIL.

Changing W. Tax Code After a Payment Has Been Posted (Trans. FB02)Topic 7
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Enter the Payment document number in FB02, and click on 
the green check icon.

Payment 
document 
number

Changing W. Tax Code After a Payment Has Been Posted (Trans. FB02)Topic 7
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Payment document overview will appear.

Double-click on the vendor line.

Changing W. Tax Code After a Payment Has Been Posted (Trans. FB02)Topic 7
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Click on the “Change” icon to change W. Tax code, W. tax base amount, 
and W. tax exempt amount fields as necessary in the payment document 
(See Topic 2). Save changes.

Note: Best practice would include also making changes to the invoices 
that necessitated the change on the Payment document.

Payment 
document 
number This slide is 

instructional to 
the transaction 
only. 

User must 
determine their 
own 1099 data 
for input.

Changing W. Tax Code After a Payment Has Been Posted (Trans. FB02)Topic 7
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Transaction FBL1N, Vendor Line Item Display, provides a 
single transaction from which the user can review and 
change 1099 data for parked invoice documents, for open 
and cleared invoice documents, and for payment 
documents. 
The directions that follow are intended to assist a user in 
correcting errors in payment documents found in a single 
vendor’s 1099-MISC.

Note: Once an invoice has a cleared payment, and it is 
determined that changes to the withholding tax amounts or 
withholding tax code need to be made, those changes must 
be carried out on the payment document in order to be 
properly reported on the 1099.

Using FBL1N to View and Change 1099 DataTopic 8
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To correct errors for a 
single vendor, enter a 
vendor account number.

Using FBL1N to View and Change 1099 DataTopic 8
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Click the radio button 
beside “Cleared items” and 
enter beginning and ending 
date for the current 
reportable calendar year.

Using FBL1N to View and Change 1099 DataTopic 8
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Click on “Dynamic selections” icon      .  Enter “Business 
area” on Dynamic selections screen.

Click on “Execute” icon      to generate the report.

Using FBL1N to View and Change 1099 DataTopic 8
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Results will display. Click on “Choose layout” icon       to select “1099 
Payments” display variant, which displays payment documents only
(Document types ZP and KZ).

Document Types: Invoice document types include KR, RE, and ZZ.  After invoices have 
generated payments, additional document types KZ or ZP (payment document types) 
are added to the list. it is important to make changes to the payment documents in order 
for the changes to be picked up as reportable. 

Using FBL1N to View and Change 1099 DataTopic 8
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Double-click on the layout, or click on the layout and then click 
the “Copy” button in the lower left-hand corner.

Note: 
You may have to 
scroll up to the 
top of the list to 
see the 1099 
layout variant

Using FBL1N to View and Change 1099 DataTopic 8
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Payments are displayed with reportable amount totaled. If unchanged, this is 
the amount that will be reported if the vendor has a 1099-reportable W. tax 
code in the Vendor Master Record.

The following slides show how to change payment documents from FBL1N.

Using FBL1N to View and Change 1099 DataTopic 8
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To change a payment document, select the box before the line 
item under St(atus) column. Click on the pencil icon    .

Using FBL1N to View and Change 1099 DataTopic 8
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Change W. Tax code, W. tax base amount, and W. tax exempt amount fields as necessary in 
payment document (Read Topic 2 to learn about W. tax code and Sales tax code Importance 
on entering correct W. tax base and W. tax exempt amounts.) Save changes.  

Note: Best practice would include making changes to the invoices that necessitated the 
change on the Payment document.

This slide is 
instructional 
to the 
transaction 
only. 

User must 
determine 
their own 
1099 data for 
input.

Using FBL1N to View and Change 1099 DataTopic 8
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Transaction ZFI_1099VEN provides a report to assist users in 
regularly reviewing 1099 data for Accounts Payable Vendors 
except Benefit Vendors.  

It is recommended that 1099 data be reviewed, and corrected 
if necessary, at monthly intervals through out the year.

Use ZFI_BENVEN to review final 1099 data for Benefit 
Vendors (see Topic 10).

Viewing 1099 Data for AP Vendor Treasury Payments (Trans. ZFI_1099VEN)Topic 9
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Click on the “Get Variant” button     .  Note: Variant defaults to the 
entire numeric range for the vendor type and includes both 
Treasury and house bank reportable payments (Document types 
ZP & KZ). Print date defaults to the beginning and end of the 
calendar year; these dates can be changed to accommodate 
monthly reviews.

Viewing 1099 Data for AP Vendor Treasury Payments (Trans. ZFI_1099VEN)Topic 9
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Select a variant for 1099 data review, or return to the 
initial screen and enter user-specified vendor/s accounts, 
print dates, and document types.

Viewing 1099 Data for AP Vendor Treasury Payments (Trans. ZFI_1099VEN)Topic 9
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Enter Business area.  Click on Execute      .

Viewing 1099 Data for AP Vendor Treasury Payments (Trans. ZFI_1099VEN)Topic 9
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Results will appear.  Report is interactive and can be exported to 
Excel or other software application.  

Viewing 1099 Data for AP Vendor Treasury Payments (Trans. ZFI_1099VEN)Topic 9
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Transaction ZFI_BENVEN provides a report to 
assist users in regularly reviewing 1099 data 
for Benefit Vendors.

It is recommended that 1099 data be reviewed, 
and have DFA-OSP correct if necessary, at 
monthly intervals through out the year.

Viewing 1099 Data for Benefits Vendor Payments (Trans. ZFI_BENVEN)Topic 10
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Click on the “Get Variant” button     . 

Viewing 1099 Data for Benefits Vendor Payments (Trans. ZFI_BENVEN)Topic 10
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Select variant entitled “BENEFIT VENDOR”.

Viewing 1099 Data for Benefits Vendor Payments (Trans. ZFI_BENVEN)Topic 10
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Enter a Business area.  Click on the “Execute” button      .

Viewing 1099 Data for Benefits Vendor Payments (Trans. ZFI_BENVEN)Topic 10
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Viewing 1099 Data for Benefits Vendor Payments (Trans. ZFI_BENVEN)Topic 10

Results will appear.  Report is interactive and can be exported to 
Excel or other software application.  
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Viewing 1099 Data for Cash Account Payments (Trans. ZFI_1099CHB)Topic 11

Enter a Business area.  Click on the “Execute” button      .
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Viewing 1099 Data for Cash Account Payments (Trans. ZFI_1099CHB)Topic 11

Results will appear.  Report is interactive and can be exported to 
Excel or other software application.  
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Appendix A

Changing Posted Invoices Prior to Payment

(Transaction FB02)

EXAMPLE SCENARIOS:
Vendor Master Withholding Tax Code 07 and 

Invoice Withholding Tax Code 00

Scenario 1 – Tax code P0

Scenario 2 – Tax code P1

Vendor Master Withholding Tax Code 00 and 

Invoice Withholding Tax Code 07

Scenario 3
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Fields to be changed: W. tax base should be zero; W. tax exempt 
should be the amount of the full amount of the payment where no 
sales tax was applied.

Original Invoice 
posting; 

Vendor Master W. 
Tax Code 07;

Invoice Tax Code 
P0

FB02 Changes 

W. Tax Code 00 for 
this invoice;

Tax Code remains 
P0

S
C
E
N
A
R
I
O

1

Changing Posted Invoices Prior to Payment: Example Scenarios (Trans. FB02)

Appendix A
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Fields to be changed: W. tax base should be zero or blank; W. tax 
exempt should be the amount of the full amount of the payment 
including sales tax.

Original FB60 
Invoice posting; 

Vendor Master W. 
Tax Code 07;

Sales Tax Code P1

FB02 Changes: 

W. Tax Code 00 for 
this invoice;

Sales Tax Code 
remains P1

S
C
E
N
A
R
I
O

2

Changing Posted Invoices Prior to Payment: Example Scenarios (Trans. FB02)

Appendix A
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Unless the Vendor Master Record indicates a 1099-reportable code (a code 
other than 00), changes in W. tax code in FB02 intended to record the invoice’s 
payment as 1099 reportable will not result in the invoice’s payment being 
picked up on the 1099. 

Note: Master record changes to Vendor’s W. tax code must be requested
through Office of State Procurement using the Vendor Maintenance form.

Original FB60 
posting - Vendor 
Master: 

W. Tax Code 00

00=W. tax exempt

Sales Tax Code P1

S
C
E
N
A
R
I
O

3

Changing Posted Invoices Prior to Payment: Example Scenarios (Trans. FB02)

Appendix A


